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Graduate of Information Science

UAE Driving License

CAREER OBJECTIVE


To make a good impact wherever company I will go and share all the knowledge, skills, and experience that I gained in my previous jobs. Seekingwaysto improve more to help the company. Andto be a part of the team that will carry the company to its success.Doing all the best that I can for the glory of God.
WORKING EXPERIENCE
NAJMAT MASANDAM TRADING L.L.C.(January 2014-2016)
SALES cum MERCHANDISER(Under same Employer)
· Assists customers and keeping a good relationship with them. Determining their needs and wants.
· Keeping the area organized while on work, returning the items back on shelf on its current location once the customer has departed, and arranging the display accordingly so as to attract new customers
· Supervising the product display, shelving system, and product stacking as per the floor plan, ensuring proper removal of the damaged / defective products, and replacing the same with new products accordingly
· Keeping up to date knowledge about the competitor's products, customer's interests, concerns, providing detailed information and answering the queries raised by prospective customers.
· Transporting, assembling, and disassembling the materials, recommend product or service improvements to employers, stocking the shelves with products on time.
· Doing monthly inventory.
PERSIST REAL ESTATE(January 2014-2016)
PROPERTY CONSULTANT (Under same Employer)
· Assisting clients or customers through call.
· Monitoring all assigned rental properties.
· Making reports for tenants complaints and requests.

· Collecting rental payments every month for almost 90+ rooms.

· Making report (excel sheet) for the payments received and balances.

· Perform filing, data management, drafting and editing short office memos
· Managing DEWA accounts and bill payments. 

· Searching for possible properties that will help the company to earn more
· Any other tasks when assigned
NAJMAT TECHNICAL SERVICES L.L.C.(January 2014-2016)
DATA CONTROLLER(Under same Employer)
· Provides secretarial and clerical support. Keeping documents organized.
· Doing basic computer troubleshooting. 
· Handling customer queries and phone calls
· Inputting data, records and office tasks
SPECIAL SKILLS

· Advanced Computer Literate and Typing Skills 

· (MS Word, Excel, PowerPoint, Publisher)

· Can design and make simple flyers and letters

· Flexible, All around person, and fast learner
· Excellent oral, written, and verbal communication skills

· Ability to work in team or in a solitary condition

· Ability to work under pressure

· Relationship management and interpersonal skills

· Basic Computer Maintenance
· Installation of Software
· Basic Electrical installation and maintenance skills

PERSONAL DATA

· 
Date of Birth

:


January 7, 1989

· 
Gender

:


Male

· 
Religion

:


Evangelical Christian

· 
Citizenship

:


Filipino

· 
Civil Status

:


Married
· 
Visa Status

:


End of Contract
EDUCATIONAL BACKGROUND


College


Graduate in Information Science





Global Knowledge Academy





Angeles City, Pampanga
2006-2008
Bachelor ofInformation Technology





Holy Angel University (HAU)






Angeles City, Pampanga






2004-2006

I hereby certify that the above information is true and correct to the best of my knowledge and beliefs.
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